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Description automatically generated]Application for Employment



 For Office use only:
	
[bookmark: Text2]Post:      
	Full Time
	Part Time

	
[bookmark: Text3]Ref:      
	[bookmark: Check1][bookmark: Check2]Yes |_| No |_|
	Yes |_| No |_|


Personal Details
	[bookmark: Text11]Title:      
	[bookmark: Text4]Surname:      
	[bookmark: Text5]Forenames:      

	[bookmark: Text6]Address:      
     
  
Postcode:

	[bookmark: Text12] Email Address:      
	Date of Birth:

	[bookmark: Text9]Home Telephone:      
	Do you have a UK driving licence?
	Yes |_| No |_|

	[bookmark: Text10]Mobile Telephone:      
	Do you have a car?
	Yes |_| No |_|

	National Insurance Number:
	



	Are you registered with the Independent Safeguarding Authority?
	Yes |_| No |_|

	If Yes, what is your registration number?
	     

	Are you a resident or national of a European Economic Area Country?
	Yes |_| No |_|

	If no, any employment offer will be subject to sponsorship and clearance under the UK Border Agency points based system.



Current/Most Recent Employment
	From
	To
	[bookmark: Text20]Employer’s Name and Address:      

	     
	     
	

	Job Title:
	

	     
	

	Salary:
	[bookmark: Text16]£      
	[bookmark: Text19]Notice Required:      

	[bookmark: Text17]Description of Duties:      

	[bookmark: Text18]Reason for Leaving:      


Employment History
Please give details of your full employment history since leaving secondary school and ensure that gaps in your employment history are fully explained. (If insufficient space please enter additional details in the Supporting Information section)

	Dates to/from
	Name & Address of Employer
	Job Title & Duties
	Salary
	Reasons for Leaving

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Professional Qualifications
	Qualification
	Awarding Body

	     
     
     
     
     
	     
     
     
     
     


Educational Qualifications
	Subject, Qualification & Grades
	School, College, University

	     
     
     
     
     
     
	     
     
     
     
     
     


Training
	Please list any training relevant to the post applied for
	Date

	     
     
     
     
	     
     
     
     


Supporting Information
Please use this space to demonstrate how you meet our requirements, your reasons for applying for this post, why you would like to work for Benhall Care and your main achievements to date and the strengths that you would bring to this post.

	     


Health Details
	Do you need any special arrangements to be able to attend for interview or to undertake the role should you be appointed?
	Yes |_| No |_|

	[bookmark: Text27]If yes, please give some details:       
	


Criminal Convictions
Under the Rehabilitation of Offenders Act 1974, Section 4.2 you are required to declare any previous criminal convictions or police cautions, including those normally regarded as "spent". Offers of employment may be subject to a satisfactory DBS check. 

If you answer "Yes" to either of the following questions, please give full details on the Criminal Convictions Supporting Information section at the back of this Application Form.

	Have you ever been convicted of a criminal offence, received a caution or been bound over?
	Yes |_| No |_|

	Are there any prosecutions against you pending?
	Yes |_| No |_|


References
Please provide here the names and addresses of two referees one of whom must be your current/most recent employer. If this is your first job, at least one of the references should be given by the institution at which you studied. Please indicate if you would prefer references not to be taken up prior to interviews.

	[bookmark: Text29]Name:      
	Name:      

	[bookmark: Text31]Address:      
	Address:      

	[bookmark: Text30]Telephone Number:      
	Telephone Number:      

	Capacity in which the referee is known to you:
     
	Capacity in which the referee is known to you:
     

	Can we take up this reference prior to interview?
	Yes |_| No |_|
	Can we take up this reference prior to interview?
	Yes |_| No |_|





	Are you related to, or do you know any person who works for us or is supported by Benhall Care?
	Name of known person:     

	In what capacity do you know this person?
	     

	
I confirm that the above information is complete and correct

Please type your name below if this form is sent to you by email. If you are called for interview you will be asked to sign the document


	



[bookmark: Text32]Signed:      
	 



[bookmark: Text33]Date:      



Recruitment Monitoring Form
Confidential
	[bookmark: Text36]Post Applied For:      
	[bookmark: Text37]Month/Year:      

	[bookmark: Check3][bookmark: Check4]Full Time |_| Part Time |_| (Tick as applicable)



The Company is committed to equality of opportunity in employment and to the selection of the best person for the job. The information you are providing on this page is anonymous and is used for monitoring purposes only. It is not used in selection process. This form should be returned with your application form, and will only be used for monitoring purposes.
Personal Details
	Gender
	[bookmark: Check6]Male |_|
	[bookmark: Check5]Female |_|
	
	
	
	

	Age
	[bookmark: Check7]Under 25 |_|
	[bookmark: Check8]25-34 |_|
	[bookmark: Check9]35-44 |_|
	[bookmark: Check10] 45-54 |_|
	55-64 |_|
	[bookmark: Check11]Over 64 |_|


Disability
Benhall Care wishes to encourage suitably qualified disabled people to apply for jobs – all information will be treated in confidence.

The Disability Discrimination Act 1995 defines disability as a ‘physical or mental impairment which has a substantial and long term adverse effect on the ability to carry out normal day-to-day activities’.

	Do you consider yourself to be disabled?
	Yes |_| No |_|

	If yes, what is the nature of your disability?
	     


Nationality and Ethnic Origin
	Nationality (please specify)      

	Ethnic Origin

	Asian or Asian British - Bangladeshi
	|_|
	Black or Black British - African
	|_|

	Asian or Asian British - Indian
	|_|
	Black or Black British - Caribbean
	|_|

	Asian or Asian British - Pakistani
	|_|
	Other Black Background
	|_|

	Chinese
	|_|
	
	

	Other Asian Background
	|_|
	
	

	

	Mixed – Asian and white
	|_|
	White – British
	|_|

	Mixed – Black African and White
	|_|
	White – Irish
	|_|

	Mixed – Black Caribbean and White
	|_|
	Other White Background
	|_|

	Other Mixed Background
	|_|
	Other Ethnic Background
	|_|


Where you saw the advertisement
	Newspaper/Publication
	|_|
	Word of Mouth
	|_|

	Website/Internet
	|_|
	Other
	|_|

	[bookmark: Text41]If other where?      


Official Use Only
	[bookmark: Text39]Applicant No:      
	[bookmark: Check32]Not Shortlisted |_|
	[bookmark: Check33]Shortlisted |_|
	[bookmark: Check31]Appointed |_|




Criminal Convictions Supporting Information 
	     



GUIDANCE NOTICE TO APPLICANTS FOR EMPLOYMENT

Convictions and ‘Spent’ Convictions of a Criminal Nature

You will appreciate that Benhall Care, being responsible for the provision of services and support to people with learning disabilities and other vulnerable groups must be particularly careful to inquire into the character and background of applicants for appointment to posts for those working with these very vulnerable groups.

Due to the nature of the work for which you are applying. This post is exempt from the provisions of the Rehabilitation of Offenders 1974 (exemptions) order 1975.  Applicants are therefore, not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provisions of the Act. 

It is therefore essential when making your application, you disclose any criminal conviction both spent and unspent, cautions, reprimands and final warnings and any other information that may have a bearing on your suitability for the post. In the event of employment, failure to disclose such convictions that may have been recorded against you could result in disciplinary action being taken against you, which could result in dismissal.

The fact that convictions may have even recorded against you does not necessarily debar you from employment with Benhall Care, each application is considered on its merit so it cannot be stressed enough that openness is essential.

You must therefore answer the question on the application form about criminal convictions answering Yes or No.  If the answer is Yes, you must provide details which should be submitted on the Criminal Convictions Supporting Information Section of this Application Form. You may place the sheet in a sealed envelope marked ‘confidential’ and firmly attached to the Application Form.  Any information given will be completely confidential and will be considered only in relation to the position to which the order applies.  The object of the notice is not, in anyway, to reflect upon applicant’s integrity but it is necessary to protect Benhall Care and its service users.

Disclosure Checks

Applicants are advised that before any offer of employment is made in addition to other normal character references taken from referees / last employer, an Enhanced Disclosure Check will be made with the Criminal Record Bureau (England & Wales) or Disclosure Scotland (Scotland) in the event of a successful application. Details of this process will be sent to successful candidates.

Benhall Care operates and adheres to the Codes of Practice on the use of, storage of, and handling of Disclosure Information as issued by the Disclosure agencies.  Copies are available on request.

Notice to Referees

The above notice has been given to the applicant who has given your name as a referee.  The effect of this exemption mentioned in the notice is to make possible for you to reveal any information you may have concerning convictions which would otherwise be considered ‘spent’, in relation to this application and which you consider relevant to the applicant’s suitability for employment.


HOW LONG IS A REHABILITATION PERIOD?

This depends on the sentence given. For a custodial sentence, the length of time actually served is irrelevant, the rehabilitation period is decided by the original sentence. SENTENCES OF MORE THAN 2 ½ YEARS CAN NEVER BECOME SPENT. As the law stands, the following sentences become spent after fixed rehabilitation period from the date of conviction.

	Sentence
	Rehabilitation Period
People aged under 18
when convicted
	Rehabilitation Period
People aged 18 or
over when convicted

	Prison sentences of 6 months or less
	3½ years
	7 years

	Prison sentences of more than 6 months to 2½ years
	5 years
	10 years

	Borstal (abolished in 1983)
	7 years
	7 years

	Detention centres (abolished in 1988)
	3 years
	3 years

	Fines2, compensation, probation3, community service4, combination5, action plan, curfew, drug treatment and testing, and reparation orders
	2½ years
	5 years

	Absolute discharge
	6 months
	6 months

	1. Including suspended sentences, youth custody (abolished in 1988) and detention in a young offender institution     (abolished for under 18 year olds in 2000 and for those aged 18-20 in 2001).
2. Even if subsequently imprisoned for fine default.
3. For people convicted on or after 3 February 1995. These orders are now called community rehabilitation orders.
4. These orders are now called community punishment orders.
5. These orders are now called community punishment and rehabilitation orders.



The Crime and Disorder Act 1998 introduced a new custodial sentence for young people with different rehabilitation periods:
	Sentence
	Rehabilitation Period
Young people aged 12-14 when convicted
	Rehabilitation Period
Young people aged
15-17 when convicted

	Detention and training order of 6 months or less
	1 year after the
order expires
	3½ years

	Detention and training order of more than 6 months
	1year after the order expires
	5 years



With some sentences, the rehabilitation period varies:

	Sentence

	Rehabilitation Period

	Probation1, supervision, care order2, conditional discharge and bindover
	1 years or until the order expires
(whichever is longer)

	Secure training (abolished 2000) and attendance centre orders
	1 year after the order expires

	Hospital order (with or without a restriction order)
	5 years or 2 years after the order expires
(whichever is longer)

	1. For people convicted before 3 February 1993.
2. Care orders in criminal proceedings were abolished by the Children Act 1989 and effectively replaced with a supervision order with residence requirements.



Asylum & Immigration Act 1996

It is now a requirement that, before any offer of employment can be made, all candidates provide the Company with confirmation of their eligibility to work in the UK by providing TWO of the ORIGINAL documents detailed below. Consequently, would you please tick the appropriate box detailing which document you would intend to bring with you, if you were invited for interview.  It would be helpful if you could bring the original document, plus a copy.  You should be aware that a copy of the document will be retained on file.

	· A document issued by a Previous Employer, the Inland Revenue, the Benefits Agency, the Contributions Agency or the Employment Service (or the Northern Ireland equivalents) which states the National Insurance number of the person name.
	□


	· A Passport describing the holder as a British Citizen or having the Right of Abode in - or an entitlement to readmission to - the United Kingdom.
	□

	· A Passport containing a Certificate of Entitlement issued by or on behalf of the Government of the United Kingdom certifying that the holder has the right of abode in the United Kingdom. 
	□


	· A Certificate of Registration or naturalisation as a British Citizen 
	□

	· A Birth Certificate issued in the United Kingdom, the Republic of Ireland, the Channel Islands or the Isle of Man. 
	□

	· A Passport or National Identity Card issued by a State which is a party to European Economic Area Agreement and which describes the holder as a National of that State.
	□

	· A Passport or other travel document endorsed to show that the person named is exempt from immigration control, has indefinite leave to enter, or remain in, the United Kingdom or has no time limit on his or her stay; or a letter issued by the Home Office confirming that the person named has such status. 
	□


	· A Passport or other travel document endorsed to show that the person named has current leave to enter or remain in the United Kingdom and is not precluded from taking the employment in question, or a letter issued by the Home Office confirming that this is the case. 
	□


	· A United Kingdom Residence Permit issued to a National of a State which is a party to the European Economic Area Agreement. 
	□

	· A Passport or other travel document endorsed to show that the holder has a current right of residence in the United Kingdom as the family member of a named national of a State which is a party to the European Economic Area Agreement and who is resident in the United Kingdom. 
	□


	· A letter issued by the Immigration and Nationality Directorate of the Home Office indicating that the person named in the letter is a British citizen or has permission to take employment.
	□


	· A work permit or other approval to take employment issued by Work Permits UK (formerly Department for Education and Employment) or, in Northern Ireland, by the Training and Employment Agency.
	□

	· A passport describing the holder as a British Dependent Territories Citizen and which indicates that the status derives from a connection with Gibraltar.
	□


All Candidates must note that unless two of the above detailed original documents have been produced verified and copied by us, no offer of employment will be made. Copies of these documents will be held on file and will form part of your Employment Record should an offer of employment be made and accepted by you.
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